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Purpose
Use this procedure to create a Position and established the Position attributes.

Trigger

Perform this procedure when a new Position is established.

Prerequisites

e The Job, Organizational Unit, and Parent Position to assign to the Position must be
established.

Menu Path

e Human Resources - Organizational Management-> Tools > Object > Actions

Transaction Code
PP03

Helpful Hints

The Organizational Management Processor will perform this to create a new position and its
characteristics.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation & i
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the above menu path or transaction code PP03.

Maintain Plan Data: Execute Actions

I RN s B 3 N b v BB

Maintain Plan Data:r Execute Actions

® @@

Flanning Status [
Walidity Q3/09/2006 to 12/31/9999
Action =

2. Complete the following fields:

Field Name R/O/C Description
Object Type R |Atype of object, such as position, job, or organization unit.
Example: S Position
Planning Status R Used to define if the object being created is Active, Planned,

Submitted, Approved, or Rejected. In Release 1, all objects
are created as Active.

Example: 1 Active

Validity R  |The validity period is defined as beginning on the start date
and ending on the end date.
Example: 10/17/2004 to 12/31/9999

Action R  |This group’s infotypes according to business needs.
Example: S Create position
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Maintain Plan Data: Execute Actions

e DHEBE OTOoOO DR @

Maintain Plan Data: Execute Actions

@ 20

Flanning Status 1 Active
Walidity A3/01/2006 to 1273144949598

Action 5 Create positian

3. Click (Execute) to execute the process.
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Create Object

& IB e LHE Do AR om
Create Object
ENENC =

03/01/2006 123148999 B & Change Information

Object 01 5 000000001
Ohject abbr. =
Ohject name

Language Key English

4.  Complete the following fields:

Field Name R/O/C Description

Object abbr. R The abbreviation (up to 5 characters) that represents the position.

Q This field has an interface with PAY1. The system will let
you enter more than 5 characters but PAY1 will allow only
5. Pay1 position numbers will convert in to this field.

Example: KP221
Object name R The working title or name of the position (up to 40 characters).
Example: Human Resource Consultant

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
POSITION_CREATE.DOC Last Modified: 3/28/2006 12:54:00 PM Page 6 /38
Reference Number:




Title: Position Action Create
Processes : Plan the Organization
Sub-Processes : Plan the Org: Position Formation
HRMS Training Documents

Create Object

=l | @@ 2R 0 AR ] E] | ) e

Create Object
|

_EI3."EI1 f2006 e 12/31/99499 iy Change Information

Ohbject 01 5 000000001
Ohject akbbr. kP21

Ohject name Human Resource Consultant
Language kKey English Zl

5. Click H (Save) to save.
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Essential relationship Relationships

Infotype  Edit  Goto

Extras

System

Help

343 CEQ SHE DDLON AR @m
Essential relationship Relationships

| | Alloweed relationships

FPosition KP221 Human Resource Consultant

Planning Status

Active
Walidity Q3012006 @tn 1243149999 |6}f Change Information
Relationships 015 600099281
Relationship typelrelationship & 0B3  Belongs to
Related ohject
Type of related ohject Drganizational unit [
ID of related abject
Abbreviation
Mame
Priarity
6. Complete the following fields:
Field Name R/O/C Description
ID of related object R

The system-assigned number of an Organizational Unit to
which the Position is related.

Example: 60004464

& In the ID of related obiject field, click @ (Matchcode)

and use Structure Search to acquire the ID if you do
not know the ID.

@ Leave Priority field blank.

7. Click ﬁ (Enter) to validate the information.
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Essential relationship Relationships

@ 1B CeQ CHE ana0 R @
Essential relationship Relationships

| | | Allowed relationships |

Poston kP22l

Active
03/01/2006 (&)

1243149989

Sy Change Information

015 60009928 1
Relationship typelirelationship & 0B3  Belongs to

Relationships

Related object

Type of related ohject Organizational unit =
|0 of related object GOEO4464

Abbreviation 20@1

Mame Admin
Priority

8. Click g (Save) to save.
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Essential relationship Relationships

Infotype  Edit  Goto Wiewy  System

Help

A @@ SHE Hnoas BEE @M
Essential relationship Relationships

| | Allowed relationships

FPosition kP221 Human Resource Consultant
Planning Status Arctive
Walidity O3/a1f 2006 @tn 12431/99949 |c{.3:p Change Information
Relationships 018 600099281

Relationship typelrelationship B 0087 |Is described by

Related object

Type of related ohject Job e

D of related object

Abhreviation

Marme
Priarity
VWieighting b

9. Complete the following fields:
Field Name R/O/C Description
ID of related object R

The system-assigned job number.

Example: 60000005

@ The system will ask for ID of related object input for

the Job, the Organization Unit, and the Position, using
the same input fields on this screen.

@ Leave the Priority and Weighting fields blank.

10. Click & (Enter) to validate the information.
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Essential relationship Relationships

Infotype  Edit Extr

ot

&
Essential relationship Relationships
| | Allowed relationships

Positian kP221 Human Resource Consultant
Flanning Status Active
Walidity B3/01 /2006 tu:u 12/31/9999 |-:’.3f Change Information
Relationships 015 600099281

Relationship typeirelationship B 007 |5 described by

Related ohject

Type of related ahject Joh g

IC of related object GREOOAAS

Abbreviation HRCZ

Mame Human Resources Consultant 2

Priority
Weighting %

11.  Click (Save) to save.
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Create Relationships

Infotype  Edit Goto  Extras

Systemn

Help

& /A HI€E@ DAEE ODO8l EE G
Create Relationships

| | Allowed relationships
Position KP221

Human Resource Consultant
Planning Status

walidity

Artive
DE;’EIHEEIEIE@tU 12431/9999

|6?u° Change Infarmation

Relationships 015 60009925 1

Relationship typelfrelationship & 002 Reports dine) to

Related object

Type of related ohject Fosition g
I of related ohject
Ahbreviation

Mame
Priotity
12. Complete the following fields:
Field Name R/O/C Description
ID of related object R

This is the system-assigned number of the Parent Position.

Example: 60000390

& In the ID of related obiject field, click @ (Matchcode)
and use Structure Search to acquire the ID.

13. Click V] (Enter) to validate the information.
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Create Relationships

G 10 @@ CHE DAD BE Qm
Create Relationships
| | | Allowed relationships |

Posifon k221

Artive

34012006 (=)

12/31/99898

gt Chanoe Infarmation

015 BOO09928 1
Relationship trpeirelationship & 002 Reports {line) to

Relationships

Related object

Type of related object Position 4]
ID of related ohject GREE4535

Abbreviation 3056

Mame HE Consult

Priarity

14. Click E (Save) to save.
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Create Description

& 10 Q@ SHE DDLD BE @®
78 @| Create Description
p

ENENC = e

kP221
Active

Q3401 /2006 12431499499 dy  Change Infarmation

Description 015 60009928 1

Subtype General description ]
Language English ]
Description

BREERRENEEE]

|*_|Li 2 Co1 Ln1-La10af21 lines
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15. Complete the following fields:

HRMS Training Documents

Field Name

R/O/C

Description

Subtype

@)

The list of applicable subtypes for this position.

Example:
e General Description
e In Training
e JVAC Points
e  Shift Designation
e MSS Req: Notification ID

Description

O

The text field for entering a detailed description for the
selected subtype.

16. Click V] (Enter) to validate the information.
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Create Description

& 10 @@ Ll anon AR @M
Create Description
(&[] | (B | ==

B3/E1 2006 12743149999 &y Change Information

Description 015 600099281

Subtype General description |
Language Englizh ]
Description

BREEIREIEEE

General Description - This is agency specific.

|*_|Li1,C|:|4T Ln1-Ln10of18lines

17. Click E (Save) to save.

@ Repeat Steps 15 and 16 to enter descriptions for any Position Subtypes.

Click cancel ﬂ to bypass any unnecessary description subtypes, for example: In
Training, JVAC Points, and/or Shift Designation. These subtypes are optional.
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Essential relationship Employee Group/Subgroup

g 20 aliBIeee CHE 0L BE QR
Essential relationship Employee Group/Subgroup

&[] =
Posen kP2l

_EIS."I31 {2006 e 12/31/99499 der  Change Information

Employee Group/Subgroup 01 S 60009928 1
Emplovee group

EE subgroup

18. Complete the following fields:

Field Name R/O/C Description
Employee group R  |The employee status designation.
Example: Permanent
EE subgroup R  |The employee payroll or time rules designation.
Example: M-OT Elig>40hrs/wk

19. Click (Enter) to validate the information.
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Essential relationship Employee Group/Subgroup

= R e e % N 3 N Pz R R
Essential relationship Employee Group/Subgroup

(&)@ | [

Active

03401/ 2006 e 12431/99499 Gz Change Information

Employee GroupsSubagraup 01 5§ GO009928 1
Employes grougp Fermanent |
EE subgroup HE W-CT Elig=40hrshk

20. Click H (Save) to save.
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Essential relationship Acct. Assignment Features

Infotype  Edit Goto View  System

Help

2B CEQ CHE DDOD HE @M
Essential relationship Acct. Assignment Features

|
Fosition kP21 Human Resource Consultant
Planning Status Active
Yalidity 03701/ 2006 @tn 1243149999 |-:S‘Qp Chanoe Information

Acct Assignment Features 01 5 60009928 1
Campany Code

Business Area El
Fersonnel area
FPers. subarea

Additional fields
Budgeted
Fetirement Eligible

21. Complete the following fields:

Field Name R/O/C Description

Company Code R  |The organizational unit within financial accounting. Select
WAO1 for all agencies.

Example: WAO1

Business Area R  |The agency designation.

Example: Department of Personnel

Personnel area R  |The specific agency or sub-agency that is organized
according to aspects of personnel, time management, and
payroll, administratively dividing the organization.

Example: 1110
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Field Name

R/O/C

Description

Pers. subarea

The sub-division of the personnel area which helps define pay
scale structures and group employees for payroll and time
processing rules.

Example: 0001
Budgeted? R Denotes if the position has been included within the agency's
budget.
@ Enter X if budgeted, if not leave field blank.
Example: X
Retirement Eligible R Defines if the position is eligible to receive retirement benefits.

@ Enter X if budgeted, if not leave field blank.
Example: X

22. Click & (Enter) to validate the information.
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Essential relationship Acct. Assignment Features

G 18 €ee LHE 9000 BE @B
Essential relationship Acct. Assignment Features

&[] | [

Poston kP2

Active
03/01/2006 ()

1243149999 &y Change Inforrmation
Acct Assignment Features 01 S BO009928 1
Comparny Code WaQ1  STATE OF WiASHIMNGTOMN
Buziness Area Department of Personnel ]

Fersonnel area 1118 Deptof Personnel
FPers. subarea Had1  Mon Represented
0 Area WaA1 Washington State

Additional fields
Budgeted
Retirement Eligible

23. Click E (Save) to save.

& Compensation will default in from the job. If you need to override the default follow the
steps below, if not click E (Save) and continue to Step 31.

24. Perform one of the following:

If Then Go To
Creating compensation for a Click the Pay Grade tab Step 24
position that has a pay grade (i.e.,
WMS Band)
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If Then Go To

Creating compensation for a Click the Pay scale tab Step 27
position that has a pay scale (i.e.,
General Government)

Create Planned Compensation

Edit

Infotype Goto Wil

Systerm Help
2 90IeaQ EHE Do 0 BR @0
Essential relationship Planned Compensation

B B
Fosition kP21 Human Resource Consultant
FPlanning Status Artive
Walidity 34012006 @Tn 12431/9999 |-;S3f Change Infarmation

Planned Compensation 01 5 60009928 1
Paygrade | Payscale | Direct |

Salarny structure data
Ctry Grouping LIgA El
Pay grade type

Pay grade area
FPay grade
Pay grade [evel To

key Date for Display B3/09) 2006

Currency key

Pay grade BB To EE]E]
Reference salary [ oo
Tirne unit El
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25. Complete the following fields:
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Field Name R/O/C Description
Pay grade type R |The Pay grade type.
Example: Non-Represented
Pay grade area R |The Pay grade area.
Example: 02-WMS
Pay grade R  |The Pay grade.
Example: Band 2
Pay grade level R  |The Pay grade level.
Example: 47,000.00
To R |The highest level in the pay grade

Example: 76,200.00

26. Click & (Enter) to validate the information.
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Create Planned Compensation

Infotype  Edit  Goto

&
73| Essential relationship Planned Compensation
H @
Position kKP221 Human Resource Consultant
Planning Status Active
Walidity B3/01 /2006 @Tn 1243179494949 |-$:-{’ Change Information
Planned Compensation 01 5 BO009928 1
Paygrade | Payscale | Direct |
Salarny structure data
Ciry Grouping ISA El
Fay grade type [a MHon-Represented
Fay grade area B2 WS
Fay grade BAND 2
Fay grade level [z To [z
key Date for Display A3/09/ 2006
CUrrency key HsD Inited States Dollar
Pay grade 48 BO0.Q8 To 78, 640 .00
Reference zalary [ e
Tirne unit Annually |

27. CIick (Save).

@ This is the last step for Pay grade. Go to Step 31 to finish the procedure.

28. Click | Payscale |
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Create Planned Compensation

Edit YWiew  System

Help

Infotype Goto

Extras

v 20 E @@ LHE DLa0 BRE @E
Essential relationship Planned Compensation
Bl -]
Positian KP221 Human Resource Consultant
Planning Status Active

Walidity B3/61 ¢ 2006 @Tn 12/31/9999 |c5?:p Zhange Information
Planned Compensation 01 5 600094928 1
Paygrade  Payscale | Direct |
FPay scale structure data
Country Grouping LISA, &
P scale type o Maon-Represented
P Scale Area a1 Standard Progressian
ESG far CAP 3
Fay Scale Group 4a To ia
FS level & To K
key Date for Display Q3092006
Currency key 5D
Amount 17. 26 To 2210
Time unit Semi-manthly &
29. Complete the following fields:
Field Name R/O/C Description
P.scale type R |The Pay scale type.
Example: 01 - WFSE
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Field Name R/O/C Description

P.Scale Area R  |The Pay Scale Area.
Example: Standard Progression

ESG for CAP R |The ESG for CAP.
Example: 01

Pay Scale Group R  |The Pay Scale Group.
Example: 14-A

To R Description of the highest level of the Pay Scale Group.
Example: 14 -K

30. Click V] (Enter) to validate the information.

31. Click ‘= (

Save) to save.
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Create Vacancy

JHCE@ EHE S0 08 FHE @ &

Create Vacancy
|

Active

E3/01 /2006 e 12/31/9999 &y Change Information

Wacancy 015 60009928 1
@ Open [JHistarical rec.
vacancy filled

32. Complete the following fields:

Field Name R/O/C Description
Vacancy R Denotes whether or not the position is filled by one or more
employees.
Example: Open

33. Click E (Save) to save.
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Infotype  Edit  Goto

BldEICE@e® 2 HE DTa8 EHE @ 6
Essential relationship Work Schedule

|

Position kP22 Human Resource Consultant
FPlanning Status Acrtive
Walidity A34E1 /2006 tl:u 12¢31/9999 |63f Change Information
Wiork Schedule 015 60009928 1

Wiork schedule

Basic work hours monthly

Haurs per day B e Defaults

Hours perweek B e

Hours per manth
Hours peryear B o

Fercentage S

34. Complete the following fields:

Field Name R/O/C Description
Percentage R The percentage indicates whether a position is full- or part-
time.
Example: 100

35. Click @ (Enter) to validate the information.
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Essential relationship Work Schedule

@ 18 @@ CHE Dnn0 BE @M
Essential relationship Work Schedule

&[] | 3

Poson kP21

Active
B3/61/2006 [3)

1243149999

Sy Change Information

Work Schedule
Work schedule

015 6000959251

Basic work haurs Manthly

Hours per day a. oo
Hours perweek 40 .00

Hours per maonth 173,60

Hours per year 2,080, 00

FPercentage 100,00 %

36. Click E (Save) to save.

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
POSITION_CREATE.DOC Last Modified: 3/28/2006 12:54:00 PM Page 29 /38
Reference Number:




Title: Position Action Create
Processes : Plan the Organization
Sub-Processes : Plan the Org: Position Formation
HRMS Training Documents

Essential relationship Cost Distribution

Infotype  Edit Goto Wiew Help

Systerm

& A eEae DR HDhoan AR @m
Essential relationship Cost Distribution
| jEY=!
Fosition kP 221 Human Resource Consultant
Flanning Status Active
Start Date 03/01/2006 TD 124319999 |6{-p Change Information
Cost Distribution 01 & GOO0A&E2E 1
Master cost center 11100008688 MISSING_DEFAULT_JS
Cost distribution
r CO...|Cost ctr Order WHBS elernent Marme Pct. Marme of a
[4]
N [~]
a0 [ [[+]
/B Neweniis ey 1 40
Entry 1 af ]

37. Complete the following fields:

Field Name R/O/C Description

CO R CO represents the controlling area. It is an organizational unit
within financial accounting. It will be WAOQ1 for all agencies.
Example: WAO1

Cost ctr R  |The Cost Center is the Organizational Index. The code
calculation is: Agency business area + AFRS Org Index +
000.
Example: 111ACLR000
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Field Name R/O/C Description
Pct. R The percent of time for each Cost Distribution. If there are
multiple cost distributions on a position, they must total 100%.
Example: 100
Fund R |The Fund is the Fund and Appropriation Index. The code

calculation is: Agency Business Area + AFRS Fund + AFRS
Appropriation Index + 0

Example: 1114155010

Functional Area R |The Functional area is the Program Index. The code
calculation is: Agency Business Area + AFRS Program Index
+ 00000000

Example: 111AC11A00000000

Cost Object R  |The Cost Object is the Master Index. The code calculation is:
Agency Business Area + AFRS Master Index + 0.

Example: 111D1BLUSYAO

AFRS Project R |The AFRS Project is the Project/Sub Project/Phase. The
code calculation is: Agency Business Area + AFRS Project +
AFRS Sub Project + AFRS Project Phase.

Example: 1110000000

38. Perform one of the following:

If Then

The position has more than one cost center |Repeat step 74 for each cost center.
associated with it

The position has only one cost center Go to the next step.

39. Click & (Enter) to validate the information.
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Zost Distribution 015 B00099251

Master cost center T11eEe00a8  MISSING_DEFAULT_JS
Cost distribution

| |co.costetr  |order WES element Narre Fit.  |mame of aff]
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B Mewenties | Entry 110
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40. Click E (Save) to save.
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Create Address

Edit

Extr

Infotype Goto

] B a3 @ SHE OO0 BRE @M
@ 2| Create Address
| 67 RS

Position kP21 Human Resource Consultant

Flanning Status Active
Validity 03/01/2006[s)ta  12/31/9999  |&p  Change Infarmation
Address 015 GO0094928 1

Subtype Main address e

Address suppl.

House MofStreet House number
Street

PCodeiCity [

Courntry = El

Region

Telephone no.
Fax number
Distance in km.

41. Complete the following fields:

Field Name R/O/C Description
City R |This is the specific city in which the position resides or works
depending on the usage.
Example: Olympia
Country R Country will be the USA for all HRMS actions.
Example: USA
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42. Click ¥ (Enter) to validate the information.

Create Address

Infotype  Edit Goto  Exiras  Wiew

& /A0 eOQ CHB DO BEIG
Create Address
| 57

Position kP22 Human Resource Consultant

Planning Status Active
Walidity B3AT20060 to 12¢31/99349 |-53:r= Change Infarmation
Address 015 BO0N9928 1

Subtype Main address e

Address suppl.

House MofStreet House number
Street

FCoderCity Qlyrmpia

Country LISA i

Regian

Telephaone no.
Fax number
Distance in km.

43. Click (Save) to save.
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Essential relationship Job Attributes

Infotype Edit  Goto

Bl BICE EEE 8048 BE @
Essential relationship Job Attributes

|
Position kP22 Human Resaurce Consultant
FPlanning Status Acrtive
Start Date B340 /2006  to 1243179989 |-;S3;,ﬂ Change Infarmation
Joh Aftributes 015 600099281

RIF Attributes
Competitive Area
Campetitive Level

Security
Paosition Sensitivity
Security Clearance

Doty Station
CountryfState

oty Duty Station
ity

Cther Federal Fosition Attributes
Position Occupied

Financial Statements

Drug Screening
[ ] Drug Test Designated Position
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Field Name

R/O/C

Description

County

R

The county in which the position resides or works, depending

on the usage.

: You must use @ to search for the county. You will
receive an error if you only enter the number into the

field.

Example:

34

45. Click @ (Enter) to validate the information.
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Essential relationship Job Attributes

Infotype  Edit  Goto

B dH CeQ CHE STon HE @0
Essential relationship Job Attributes

|
Fosition kP221 Human Fesource Consultant
Planning Status Active
Start Date 03/01/2006 [t 12/31/9898 | |&  Change Information
Job Attributes 01 S 600099281

RIF Attributes
Competitive Area
Competitive Level

Security
Position Sensitivity
Security Clearance

gty Station

CountryState Wh  Washington

Courty 34 Thurston Courty Ciuty Station Wa a4
City

Other Federal Position Attributes
Position Occupied

Financial Statements

Drung Screening
[ | Drug Test Designated Position

46. Click (Save) to save.
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@ The system displays the message, "Record was created."

You have completed this transaction.

Result

You have created a new position.

0 If the position requires HRMS access, notify the Security Authorization Administrator of

the Role(s) and Structure Profile for this position.
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